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To certify or view image of invoice, click on the link from the certification email. 
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Log into PeopleSoft using your LDAP or FMS User ID and Password.  
 

 
 
 
 



The top section of the page contains invoice information such as invoice number, invoice 
date, invoice amount, vendor, PO number, the AP staff who entered the invoice and the 
PO Activity Summary link. 
 
The Certification section contains the certifier, certification rule, certification status. 
 
The Invoice Accounting section contains PO line, PO project, vouchered project, source 
type, resource category, quantity, freight/misc amount, line amount.  The Accounting 
Details tab also contains the fund code, B +R, department, mars code and account.  The 
PO Line Info tab contains the PO line description.   
 
Click on the View button to view image of invoice. 
 

 
Note:  If the View button does not open the image of the invoice, be sure to check your 
browser for popup blocking.  See popup blocking section to enable popups for 
PeopleSoft. 
 
 
 
 
 
 
 
 
 
 
 



Opens a new window with the image of invoice. 

 
 
For project id changes, update the project id in the vouchered project field. 
 

 
Note:  For multiple project splits (from one project to multiple projects), email AP for 
these type of changes.   
 
Note:  If the invoice is entered against the wrong PO line or PO distrib line (example, 
invoice should have been charged against PO line 3 but, instead AP entered against PO 
line 2), email AP to have invoice/voucher corrected in the system. 



Click the ‘Yes’ button and then ‘Save’ button to certify the invoice. 
 

 
 
Click on the PO Activity Summary link to view PO, Invoice and Receipt information for 
the related PO at the PO line level. 
 

 
 
 



Opens up a new window to the PO Activity Summary Page 
 
The top section of the page contains the PO #, PO Status, vendor, PO total, PO balance, 
Superceding PO # and Previous PO #. 
 
The PO Lines section contains the PO line description, line quantity, PO line amount, 
invoice quantity, invoice amount (for each PO line) and PO line balance.  
 
Click on the Inv button to view detailed invoice information for the PO line. 
 

 
 
This page contains invoice #, voucher #, certification rule, cert status, retention %, project 
id, quantity invoiced, amount invoiced and paid amount.  
  

 
Note:  If the paid amount column is blank, then the invoice is yet to be paid. 
 
Note:  Click on the View All link to display all rows. 



From the certification page, users can perform various searches to the AP system, such as 
all invoices by PO, uncertified invoices for a PO, uncertified invoices by certifier, or by 
invoice #.  Users can use any combination of the following fields to perform searches; 
voucher #, invoice #, PO #, short vendor name, AP Operator, entered date, certifier id and 
certified status.  
 
From the certification page, click on the Return to Search button. 
 

 
 
Enter the values into any combination of search fields and then click on the Search 
button to retrieve search results.  The example below shows a search for all invoices for a 
specific PO #. 
 
Click on any row from the Search Results section to go into the certification page.   

 
 



The example below shows a search for all invoices for a specific PO # that was entered 
into the AP system after 12/31/2006 that have not been certified. 
 

 
 
The example below shows a search for all invoices for a certifier that have not been 
certified yet. 
 

 
 
 
 
 
 
 
 



The following are steps to enable your browser to allow PopUps for PeopleSoft. 
 
For Mozilla, go to the Edit menu to the top left and select Preferences. 
Click on the Privacy & Security category and select Popup Windows. 
Click on the Allowed Sites button. 

 
 
 
Type fmssrv2.lbl.gov in the allow popups dialog box and click Add.  The web site 
should be added to the allow popup site list.  Click on the OK button when done.  Go 
back to the certification page and click on the View button to see image of invoice. 

 
 
 
 
 



For Firefox, go to the top menu bar and select Tools, then Options. 
Click on the Allowed Sites button. 

 
 
 
Type fmssrv2.lbl.gov in the allow popups dialog box and click Allow.  The web site 
should be added to the allow popup site list.  Click on the Close button when done.  Go 
back to the certification page and click on the View button to see image of invoice. 

 
 
 
 
 



For Internet Explorer, go to the top menu bar and select Tools, then Internet Options. 
Go into the Security tab and click on the Sites button.  

 
 
Type fmssrv2.lbl.gov in the dialog box and click Add.  The web site should be added to 
the trusted site list.  Click on the OK button when done.  Go back to the certification page 
and click on the View button to see image of invoice. 

 
 
 
For Safari, go to the top menu bar and select Safari, then de-select Block Pop-Up 
Windows (no check mark next to Block Pop-Up Windows). 


